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December  2,  1963 


TO:       The  Honorable  Mayor  and  Members  of  the  Board  of  Supervisors 
THROUGH:   The  Chief  Administrative  Officer 
FROM:     Records  Preservation  Officer 


Subject:   Records  Preservation 

Officer's  Report  No.  2 


Attached  is  our  second  inventory  of  City  and  County  records  which  we 
classify  as  "essential",  under  provisions  of  Ordinance  No.  126-62.   These 
records,  in  our  judgment,  should  be  protected  against  a  major  disaster.   Some 
already  have  been  so  preserved,  but  most  have  not,  as  the  inventory  discloses. 

When  the  new  underground  vault  at  Fort  Funston  is  ready  for  use  in 
early  1965,  we  will  be  able  to  provide  security  for  paper  records  as  well  as 
microfilm  records,  the  latter  being  stored  at  present  in  a  tunnel  beneath 
Forest  Hill  Station.   Paper  records  now  are  stored  at  150  Otis  Street  and  at 
various  other  locations. 

As  the  attached  inventory  shows,  the  major  portion  of  our  essential 
City  and  County  records  are  as  yet  unprotected  against  destruction.  One 
principal  reason  is  that  up  to  now,  microfilming  has  been  about  the  only  method 
used  for  providing  a  preservation  copy.   The  new  Fort  Funston  facility  will  make 
it  possible  to  store  essential  records  in  paper  form,  as  well  as  microfilm 
because  of  the  high  decree  of  protection  it  will  afford,  being  an  underground 
structure  with  walls  and  ceilings  of  4-feet  thick  reinforced  concrete — about 
as  close  as  we  can  hope  to  come  to  a  disaster-proof  vault  in  San  Francisco. 

The  purpose  of  Ordinance  126-62  is  to  maintain  a  current  inventory  of 
City  and  County  records  which  are  essential  to  the  continuity  of  government  and 
the  protection  of  rights  and  interest  of  individuals.   City  and  County  authorities 
may  then  take  such  steps  as  are  deemed  necessary  to  safeguard  these  essential 
records  from  possible  destruction  in  a  major  disaster  such  as  fire,  earthquake, 
flood  or  enemy  attack. 
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RECOMMENDATION:   That  heads  of  all  departments,  offices,  boards  and 
commissions  develop,  implement  and  continue  programs  to  adequately  protect 
essential  records  through  one  of  the  following  methods: 

A  —  A  duplicate  copy  should  be  made  of  the  original 
document;  with  either  the  duplicate  or  the  original 
remaining  in  use  at  its  customary  location,  and  the 
other  being  stored  in  a  disaster-proof  underground  vault, 
or  at  a  "dispersal"  location. 

B  —  Upon  determining  that  it  is  important  to  provide 
for  a  preservation  duplicate,  and  further  that  the  original 
record  is  not  frequently  used,  the  original  should  be  stored  in 
the  disaster-proof,  underground  vault  or  at  a  "dispersal" 
location,  as  the  "preservation"  copy. 

The  undersigned  will  assist  in  whatever  way  possible  in  the  developing 
of  records  preservation  programs.   Funds  required  for  such  activities  should  be 
requested  by  the  various  departments,  offices,  boards  and  commissions  through 
the  usual  budgetary  channels. 


VIRGIL  L.  ELLIOTT, 

Records  Preservation  Officer 


INVENTORY  OF  ESSENTIAL  RECORDS 

City  and  County 
San  Francisco,  California 
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(In  the  three  center  columns  below,  volume  is  expressed  in  cubic  feet 
for  both  paper  and  microfilmed  records.   TDE  means  the  Total  (volume  in  cubic 
feet)  Designated  as  Essential.  SPC  indicates  the  amount  currently  that  is 
Safeguarded  by  a  Preservation  Copy,  either  on  paper  or  on  microfilm.  NPC  means 
the  amount  for  which  there  is  No  Preservation  Copy.) 

(In  the  right-hand  column,  the  recommended  method  for  making  preservation 
copies  is  given.   A  means  that  a  duplicate  copy  would  be  made  of  the  original 
document;  with  either  the  duplicate  or  the  original  remaining  in  use  at  its  cus- 
tomary location,  and  the  other  being  stored  in  a  disaster-proof  underground  vault, 
or  at  a  "dispersal"  location.   B  means  that  upon  determining  that  it  is  important  to 
provide  for  a  preservation  duplicate,  and  further  that  the  original  record  is  not 
frequently  used,  the  original  would  be  stored  in  the  disaster-proof  underground 
vault  or  at  a  "dispersal"  location,  as  the  "preservation"  copy.) 
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FROM: 


CITY  AND  COUNTY  OF^SAN  FRANCISCO 
Director  of  Finance  and  Records 


TO:       The  Mayor 

Members  of  the  Board  of  Supervisors 
Heads  of  all  Departments 


THROUGH:  The  Chief  Administrative  Officer 


DOCUMENTS 


December  6,   1971        FEB  1  7  1972 


SAN  FRANCISCO 
PUBLIC  LIBRARY 


Virgil  L.  Elliott,  as 
Records  Preservation  Officer 


Subject:  Records  Preservation 

Officer's  Report  No.  10 


We  herewith  submit  our  tenth  annual  inventory  report  on  City  and 
County  records  classified  as  essential  under  Ord.  No.  126-62  and  which  there- 
fore should  be  protected  against  a  major  disaster.  Nearly  half  of  all  such 
records  are  now  safeguarded  through  one  of  the  three  recommended  preservation 
methods:  microfilm,  dispersal,  or  office  vault. 

San  Francisco  lost  most  of  its  vital  records  in  the  1906  earthquake 
and  fire.   It  took  many  years  and  innumerable  court  actions  to  reconstruct 
them.  Today,  many  important  records  have  been  safeguarded  through  preservation 
copies.   Included  are  birth,  marriage  and  death  records;  property  documents; 
Superior  Court  judgments,  decrees,  wills  and  jury  verdicts;  Board  of  Supervisors' 
ordinances,  resolutions  and  journals;  and  minutes,  maps,  engineering  drawings, 
customer  records,  and  various  other  records  in  various  departments. 

Microfilming  enables  keeping  in  the  department  the  official  copies 
of  old  records,  rather  than  having  them  stored  at  the  Records  Center  or  some 
other  remote  location.   In  addition  to  convenience,  the  saving  in  space  is 
about  95  per  cent.  The  microfilming  expense  is  borne  by  the  department  having 
custody  of  the  record.  The  cost  to  produce  a  16  mm  microfilm  image  is  approxi- 
mately one  cent  per  page  for  letter  size  paper  records  and  legal  size  documents. 

The  three  recommended  methods  for  preserving  essential  records  are: 

MICROFILM  —  A  microfilm  copy  replaces  the  department's  original 
copy  for  daily  office  reference;  a  second  microfilm  copy  is 
stored  in  the  Records  Center's  Underground  Vault  as  a  security 
copy.  The  original  paper  copy  is  destroyed  after  certain 
approvals  have  been  obtained. 

DISPERSAL  —  A  duplicate  copy  (carbon,  mimeograph,  photo-copy, 
microfilm,  etc.)  is  stored  at  a  remote  location. 

OFFICE  VAULT  —  If  a  fireproof  office  vault  is  available,  this 
should  provide  reasonable  security  for  essential  records. 
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Office  Vault 

46,000 

5,000 

Office  Vault 

940,000 
905,000 

0 
0 

Microfilm 
Microfilm 

Department 

Essential 

Records 

(Type) 

Essential 

Records 

(Pages) 

Safeguarded 

by 

Preservation 
Copies  (Pages) 

Preservation 
Method  in 
Use  or 
Recommended 

MUNI.  RAILWAY 

Misc.  Records 

7,600 

3,700 

Office  Vault 

PARKING  AUTH. 

Auth.  Minutes 

5^,600 

5,000 

Office  Vault 

POLICE  DEPT. 

Commission  Minutes 

73,600 

11,000 

Office  Vault 

PUBLIC  ADMIN. 

Active  Case  Records 

8,000 

8,000 

Office  Vault 

PUBLIC  HEALTH 

Birth  Records 
Death  Records 
Other 
Disinterments 

1,9^0,000 

1,670,000 

100,000 

60,000 

1,940,000 

1,670,000 
15,000 
60,000 

Dispersal 
Dispersal 
Microfilm 
Microfilm 

PUBLIC  LIBRARY 

Commission  Minutes 

3,800 

0 

Office  Vault 

PUBLIC  WORKS 

DPW  Minutes 
Engineering  Records 
Sewer  Main  Maps 
Other  Maps 

280,000 

75,000 
1,000 
1,100 

0 
40,000 

500 
500 

Office  Vault 
Microfilm 
Microfilm 
Microfilm 

P.U.C. 

Minutes 

54,000 

0 

Office  Vault 

PURCHASER 

Contracts 
Equipment  Inventory 

3,100 
18,900 

0 

18,900 

Office  Vault 
Office  Vault 

REaL  ESTATE 

Property  Records 

62,000 

5,000 

Office  Vault 

RECORDER 

Misc.  Documents      7,778,000 
Marriage  Certificates  636,900 

5,680,000 
636,900 

Microfilm 
Dispersal 

REC.-PARK 

Commission  Minutes 

6,200 

3,200 

Office  Vault 

REDEVELOPMENT 

Minutes,  Contracts 

12,400 

1,500 

Office  Vault 

RETIREM'T  SYS. 

Membership  Records 

970,000 

850,000 

Dispersal 

SHERIFF 

Inmate  Records 

9,200 

4,000 

Office  Vault 

U.E.B.  (PUC) 

Engineering  Records 

564,000 

525,000 

Microfilm 

WAR  MEMORIAL 

Minutes 

22,500 

2,000 

Office  Vault 

WATER  DEPT. 

Customer  Records 

160, COO 

75,000 

Office  Vault 

WELFARE 

Minutes 
TOTALS 

21,000 

6,000 

Office  Vault 

23,867,500 

12,980,600 
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